'/t/ E;Procurement NC E-Procurement @ Your Service
lelwl‘nfgﬁ)lv‘vcloﬁe eRequisition Course
' ' Withdrawing an eRequisition Process Guide

Withdrawing an eRequisition

Original requestors can withdraw a submitted eRequisition to make edits before it is fully approved.
When an eRequisition is withdrawn, the request is moved from the approver’s queue into the requestor’s
‘Composing’ folder. The requestor will be prompted to edit the withdrawn eRequisition, view the
eRequisition or return to the E-Procurement Home Page. If the user chooses not to edit the requisition, it
will be saved in the requestor’s ‘Composing’ folder.
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i Click a request's ID or title to view request details. You can click check boxes to select one or more requests and then take an appropriate

Submitted 2 action; for example, move selected requests to a folder.
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Denied 0
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Show Al 7 Requests in progress: 7
[F] Type D _ DateCreated _ _ _ _ _ _ Status _ _ _ _ _ Title Total

\’5— PR263 Tue, 9 Aug, 2005 Submitted Untitled Requisition _‘_‘ $10.00USD
0 PRISE | Wed, 3 Aug, 2008 T T T Tubmitted | Untitled Requisition $449.38U5D
] PR249 Fri, 29 Jul, 2005 Composing Untitled Reguisition $449.98USD
O PR211 Tue, 26 Jul, 2005 Ordering Test Cancel $129.77USD
O PR209 Wed, 20 Jul, 2005 Composing Untitled Reguisition $0.00USD
O PR205 Mon, 18 Jul, 2005 Ordered 1712 $3.70USD
O PR204 Mon, 18 Jul, 2005 Ordered 1710 $7.88USD
Move to Folder: | Archive Items v

1. Locate the eRequisition to be withdrawn in the Status folder. An eRequisition with a status of
‘Submitted’ or ‘Denied’ can be withdrawn.

Note: An eRequisition can also be withdrawn from the Submitted and Denied folders under Status
on the Shortcut Menu.

2. Click on the title or the eRequisition ID to display the request.
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K Review the request details and then take the appropriate action. The actions you can take vary depending on the request type and
Submitted 2 status.
Approved 3 How To
Denied 0 -
S Back to Status e - =~ N
Collaborating | S 1. [Withdraw ---- R P
Show All 7 ! ‘ ” '
J Sumrnary\ Approval Flow  Orders  Receipts  History \
Title: Untitled Requisition
Line Items (1) Hide Details xv
No. Type Description Oty Unit Price Amount
1 Enter a description for this item. 1 each $10.00USD $10.00USD
Supplier: A-1 Lighting and Interiors Enter a description for this itemn.
Contact: Felix Peterson : SACRAMENTC
Commeodity Code: Paper
Total Cost: $10.00USD
ol foii- o T

3. Click the ‘Withdraw’ button.

Spend Management '~ ¢ - vome R welp

Thomas Woods Preferences Toggle Tips Toggle Currency

Request Withdrawn

Your request has been withdrawn. Select an action to take with this request.

How To

PR263 - Untitled Requisition
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~ _ *® Edit the withdrawn request now _ _ ~
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e View TRed&tams OF The withdrawn request
# Return to the Ariba Buyer Home Page

4. Select ‘Edit the withdrawn request now’. The eRequisition will be displayed to the user in
‘Composing’ status. User can make necessary changes before submitting the eRequisition.

Once the user clicks ‘Submit’, the eRequisition will resubmitted to the normal approval flow
process.

Note: Any individuals in the approval flow who approved the eRequisition prior to it being withdrawn
will have to review and approve the modified eRequisition.
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